Approved F elease 2006/05/24 : CIA-RDP70-002‘000900240013-1

Hepor't for week ending 9 Uecember 1953 froam
REPORTS 4WD CORM:SPONDOHCE MANAGFAENT BRANCH

1. Developed and submitted to] |checklists for
measuring an area's nceds for Regorts and Correspondence
Hanagement Proprams. Ib is anticipated that these lists
be used by analysts spearhesding the over-all Records
Hanagement Program in a particular area.

2. In connection with the %riter's Guide:

2. Originated a letter to the interior Depurtiment
requesting a copy of the series "iriting Effcctive
Ietters.n

“b. Put in final form the staff study "Providing
fgency “ersomnel with Guidarnce to Effective H‘ritinﬁ“
and submlitted this paper tof

1

¢. Uonducted sxtensive presezreh in the CIA and
Congressional Libraries.

d. rrovided an artist of Graphics Registry with material
for a serics of fliers. This party has volunteered

to develop rough sketches of the series on his own

time. The sketches should be completed by 11 December.

3+ Outlined the proposed illustrated brochure on reports
nanagenent. Ihe question and znswer method of presentation

will be used.
F—

Chief, Feports and Correspondence
- Management Branch

GyedviLdy
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